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Department of Human Resources 
Division of Mental 
47 Trinity Ave. 
Atlanta, Georgia 

7 . A C T I O N  R E Q U E S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED .e 

Inclus ir .  D-t.. 9 .lXACT 8111118 TITLE 

Pharmacy Services Files 

7 i n  ereation o f  t h i s 3 c r i e .  

These files relate to the requisitioning and dispensing of drugs and other 
pharmaceuticals by state medical facility pharmacies. 

See Attached List. 

AIlUAL RAT1 O? ACCUYULATIOI 
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. PACE 2 . .  

13. Is t h i s  the  Record Copy o p t h e  series? - .' kd 
14. Is there  a duplication of t h i s  series i n  another o f f i ce  o r  agency?~ 

15. Is the  information contained i n  t h i s  series ever sununt3rized or published? 

16. Does the  series contain c l a s s i f i e d  information requiring securi ty  handling? 

' t l  
[ I  
[ I  

i 

17. Does the  series document pol ic ies  and procedures of  agency's operation or function? [ ]  

18. Could the  function be performed i f  t he  f i les  were l o s t  o r  destroyed? [ I  
[ I  

11 
[ I  

19. Is the  series (o r  major portion of it) regularly microfilmed? If yes,  why? 

20. Does the  record series privide data as input t o  an EDP f i le?  

2 1 .  Does the  record se r i e s  contain documentation produced as EDP printout? 

22. Is the  se r i e s  affected by Federal o r  grant funds? 

23. W i l l  t here  be a need f o r  these records 1 0 ,  15 years from now? If yes,  what? [ I  
___ 

24. REQUIREMENTS. The following requires the f i les t o  be kept years : 

a. [ ]STATE b. [ ISTATWE OF c. [ ]AUDIT d. [ ]FEDERAL e. [ ]ADMINISTRATIVE f. [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute ,  or other remon f o r  the retent ion requirement) 

-__- I- - 
25. AGENCY RECOMMENDATION$. This agency recommends t h a t  t he  f i l e  s e r i e s  be cut of f  at the end 

of each -[]CALENDAR YEAR -MFISCAL YE@ -[]CTKER ,then : 

A. []Destroy immediately a f t e r  cut off .  

1 []Destroy. 

' 

'B.  []Hold i n  current f i l e s  area month(s)/ year(s) , then: 

2 []Transfer t o  records center;  hold yeads) ,  then: 

b []Transfer h i s t o r i c a l  paterial t o  Archives ; 
a []Destroy. 

destroy remainder. 
3 [ I ~ e s t r o y  after audit ( o r  year(s) after audi t ) .  'L 

C. []Hold i n  current f i les  area indef in i te ly .  
D.[]Hold i n  current f i l e s  area year(s) ,  then transfer t o  Archives permanently. 

E. []Other 

(Indicate briefly rationale for recornendations above/or zJrite additional remarks) : 

i n  Paragraph 25  

are: 
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Descr ip t ion  Dispos i t ion  
1 / 

Drug re ference  f i l e s .  Documents used as a source of 
re ference  t o  drugs a v a i l a b l e  on t h e  commercial re fe rence  L 
market. Included are cards  conta in ing  d a t a  ex- * 

t r a c t e d  from j o u r n a l s ,  tear s h e e t s ,  r e p o r t s  of 
board ac t ions  and similar o r  r e l a t e d  documents. 

, Destroy when no  longer  needed f o r  

Medical p r e s c r i p t i o n  f i l e s .  Documents r e l a t i n g  t o  
medical p r e s c r i p t i o n s  which accumulate i n  phar- 
macies. Included are bu lk  drug orders ;  pre- 
s c r i p t i o n s  f o r  n a r c o t i c  drugs,  e t h y l  a lcohol ,  
a l c o h o l i c  l i quor s  and simtlar p resc r ip t ions ;  
and similar o r  r e l a t e d  documents. 

Pharmacy s t o c k  record f i l e s .  Documents r e f l e c t i n g  
the  r e c e i p t  and expendi ture  of a l l  n a r c o t i c  
drugs,  e t h y l  a lcohol ,  a l c o h o l i c  l i q u o r s  and 
similar prepara t ions .  

Pharmacy i s s u e  f i l e s .  Documents used by pharmacy 
o f f i c e r s  f o r  r e q u i s i t i o n i n g  items of supply 
from t h e  medical supply o f f i c e r .  Included are 
i s s u e  s l i p s ,  reques ts  f o r  i s s u e  o r  turn- in  and 
similar o r  r e l a t e d  documents. 

Destroy a f t e r  5 years .  

Destroy 5 years  a f t e r  card  is 
, f i l l e d .  

Destroy a f t e r  5 years .  

* Documents are t o  b e  kept  f o r  2 years  i n  o f f i c e  area then he ld  f o r  3 a d d i t i o n a l  y e a r s  i n  
l o c a l  holding area, where they may be r e f e r r e d  t o  i f  needed. 


